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BACKGROUND

The Building Commission administers all state Capital Projects (construction
projects).  Funding for state Capital Projects is typically provided through
Capital Improvement Bonding (Fund 495), Building Trust Funds (Fund 490), or
agency funded participation.  Capital Projects may be funded by one or more of
these sources.  Funding for state Capital Projects is appropriated from Funds
490 and 495 in Chapter 20 of the Wisconsin Statutes, sections 20.866 (Public
Debt) and s. 20.867 (Building Commission).  The Wisconsin Legislature
enumerates these appropriations further for specific purposes.  Encumbrances
and payments related to Capital Projects are the primary responsibility of the
Department of Administration (DOA), Division of Facilities Development (DFD)
and State Controllers Office (SCO).

Department of Health and Family Services (DHFS) Bureau of Fiscal Services
(BFS) Accounts Payable/Billing & Collections Section (AP/BC) processes Fund
490/495 Capital Project financial transactions -- Encumbrances (PD) and
Payments (P1) -- directly on WiSMART.  Capital Project Fund 490/495
transactions are not processed on DHFS’ Fiscal Management System (FMS).

The DHFS Engineering Section has been delegated by the DFD to perform project
design and specification development; and oversee construction and completion
of certain projects.  As a general rule, delegated projects tend to be less
than $100,000 per funding source.  All Capital Project encumbrance requests
require approval by the DFD Project Manager.  After encumbrance requests have
been DFD approved, the SCO applies final encumbrance approval in the WiSMART
Fiscal System.  DHFS is not required to obtain additional DFD/SCO approval
when processing payments to pre-approved encumbrances.

POLICY

This section provides information on how DHFS processes transactions in
WiSMART and monitors the status of Capital Projects via the Capital Projects
Accounting Information System Internet Website is
http://www.doa.state.wi.us/debf/ppass.htm. All Capital Projects are assigned a DFD Project
number and accounting transactions are processed via the WiSMART Fiscal
System, except for R&M projects as referenced below.

The categories of construction projects are:

• Major projects greater than $250,000, which are administered by DFD.

• Projects between $30,000 and $250,000, which are administered by DFD,

http://www.doa.state.wi.us/debf/ppass.htm
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except that DFD may delegate the design and supervision phase to DHFS
Engineering.  However, approval authority and accounting for these projects
remains a DFD responsibility.

• Projects of $30,000 or less which may be delegated by DFD to DFHS
Engineering for design, supervision, and contracting authority.  The
encumbrance and payment transaction processing for these projects is
delegated to DHFS/BFS, except for the approval of encumbrances which
remains a DFD responsibility.

• Agency funded “Type 99” Capital Projects are jointly administered by DFD
and DHFS Engineering. These projects are funded by DHFS appropriations and
jointly administered by DFD and DHFS Engineering.  The encumbrance (PD) and
payment (P1) transaction processing function for agency funded projects may
be delegated to DHFS/BFS, except for the approval of encumbrances which
remains a DFD responsibility. DHFS will make a normal payment to the
BUILDING TRUST FUND for the “Type 99” Capital Project within 30 days of
receiving the Project Budget Transaction (PJ) Statement from SCO (see
Attachment 1). Expenditures are made from the project using Fund 490 and
appropriation AGF0.

• Routine Repair and Maintenance (R&M) and Special R&M projects are funded
by, administered by, and accounted for by the DHFS Financial Management
System (FMS). See Section 11—Institution Accounting 9.0 (Repair &
Maintenance Projects).

PROCEDURE

State purchasing guidelines are followed for all purchasing encumbrance
requests.  As directed by DFD Project Managers, purchase orders (POs) may be
initiated by each Organization Facilities Management staff.  Each Fund 490/495
PO encumbrance request submitted to BFS AP/BC is required to have a DFD
Project Number.  Encumbrance requests for Construction Contracts are initiated
by DHFS Engineering and submitted to BFS AP/BC via a copy of the contract
documents and cover letter.  DHFS Engineering may also submit a letter
requesting encumbrance of funds for their design and supervision services on
delegated projects.  BFS AP/BC maintains a purchase order numbering log for
DHFS Engineering capital projects.

Before entering requested encumbrances, BFS AP/BC verifies the appropriate
project and/or sub-project object code and checks the WiSMART system for funds
availability.  After keying the encumbrance request (PD) and placing on hold
in the WiSMART suspense file, BFS forwards WiSMART screenprints with a copy of
the PO or contract to DOA/SCO.  SCO logs receipt of the PD request, generates
a cover for the packet, and routes the packet to DFD for Project Manager
approval.   Upon DFD Project Manager approval, the packet is returned to SCO
who then applies the WiSMART PD approval which thereby encumbers the requested
funds.  The approved PD packet is then returned to DHFS/BFS and placed in the
“Open PD Capital Projects File” to await requests for payment.  Purchase
request initiators access the Capital Accounting Website routinely to
determine if their purchase encumbrance request has been approved by the DFD
Project Manager before notifiying the vendor service provider to proceed with
the work, goods, or services.  See Attachment 2.

Payments are made based on original vendor invoices approved for payment.
Depending on what type of service is rendered, the format for invoices will
vary.  For PO invoices, the vendor submits its own standard invoice directly
to the Organization which, in turn, approves receipt of goods and services and
forwards the invoice to BFS AP/BC.  For Construction Contract payment
requests, the contractor vendor is required to submit a “Request and
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Certification for Payment Form DMT-4106” to DHFS Engineering for approval(See
Attachment 3).  Contractor vendors can submit requests either according to a
time frame spelled out in their contract or according to some other framework.
DHFS Engineering may also adjust the retainage portion of a contractor’s
payment request pending satisfactory completion of the project “punch list”.
BFS/AP/PA only processes a payment for the amount recorded as “Due This
Certificate” as approved by DHFS Engineering.  DHFS BFS AP/BC is not required
to obtain additional DFD/SCO approval when referencing pre-approved
encumbrance payments. Payments are processed in WiSMART for next day payment.

To process a payment, DHFS BFS AP/BC first verifies that the invoice payment
request has been approved “OK TO PAY” and pulls the referenced encumbrance
from the “Open PD Capital Projects File” to determine accuracy of payment
balances and records partial payments on the PD Packet.  For each
Organization, BFS/AP/PA maintains a project payment voucher number spreadsheet
log.  From this spreadsheet log the payment voucher number is then used to
create the “facesheet” and enter the P1 (normal payment invoice) document into
WiSMART.  BFS AP/BC staff places the  P1 on hold in the suspense file and
forwards the Payment Voucher packet to other AP/BC staff who then apply the
WiSMART approval to the P1 in the suspense file.  The Payment Voucher packet
would then be placed in the appropriate Capital Project Number File in the BFS
File Room.   Capital Project payment files are maintained in the BFS File Room
by Project Number until the project has been closed for a full-fiscal year.
Closed Projects are then sent to the Record Center for destruction after four
years.

MONITORING STATE CAPITAL PROJECTS

The Capital Projects Accounting Website is http://www.doa.state.wi.us/debf/ppass.htm. See
Attachments 4, 5 and 6.  The Capital Projects Accounting website displays
daily status of project budgets, encumbrances (PD), and expenditures (P1) by
project number. See Attachment 7.  The DFD project manager is identified, and
project data is also broken down by project phase. The most common phases are
design and supervision (phase 1), construction (phase 3), fixed equipment
(phase 4), and land purchase (phase 5).  Encumbrance data is also broken down
to vendor name and vendor payments with check number (AD) and payment dates.
See Attachments 8 and 9. Encumbrance balances on open purchase orders is also
identified to assist in project close-outs.  See Attachments 10 and 11.

CAPITALIZATION OF STATE CAPITAL PROJECTS

Refer to Section 8—Fixed Assets 2.1 (Capitalization of Fund 490/495 Capital
Projects (Construction Projects)) for the description of current procedures
used to capitalize building/land and equipment Capital Project costs.

ATTACHMENTS

1. Statement of Agency Funds Due to the Building Trust Fund
2. Capital Projects (Fund 490/495) Processing Update
3. DOA-4106 Request and Certification for Payment
4. Capital Accounting Project Information System
5. Status of Agency Transactions (Pending Transactions)
6. Capital Accounting Project Inquiry by Agency (Projects Listing)
7. Project/Funding Balance Summary (Accounting)
8. Capital Project Detail Encumbrances
9. Capital Projects Payment Voucher Check Inquiry
10. DFD Project Encumbrances Initiated by Agency
11. Agency Encumbrance Detail (Purchase Order Activity)

http://www.doa.state.wi.us/debf/ppass.htm
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REFERENCES

Wisconsin Statutes, Section 20.866 (Public Debt) http://www.legis.state.wi.us/rsb/stats.html
Wisconsin Statutes, Section 20.867 (Building Commission)

http://www.legis.state.wi.us/rsb/stats.html
Capital Projects Accounting Information System Internet Website

http://www.doa.state.wi.us/debf/ppass.htm
DHFS APP Section 11—Institution 9.0 (Repair & Maintenance Projects)
DHFS APP Section 8—Fixed Assets 2.1 (Capitalization of Fund 490/495 Capital

Projects)
State Accounting Manual Section VII – Project Accounting

http://www.doa.state.wi.us/debf/manuals/manuals.htm

CONTACTS

Cheryl Jatczak, DHFS Capital Projects Coordinator
Accounts Payable/Billing & Collections
(608) 266-0375

Jean Gevelinger, Chief
Accounts Payable/Billing & Collections
(608) 266-0375
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